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Title: Advanced Leave
Functional Area: Human Resources
Sub Area: Time Management

Trigger:
There is a need to enter Advanced Sick leave or Advanced Vacation leave in the BEACON SAP system
for an employee.

Business Process Procedure Overview

OSHR policy allows advanced leave to be granted to employees provided it is formally approved by the employee's supervisor. With
proper approval, an employee can receive advances of Sick and Vacation leave in amounts not exceeding that which an employee will
accrue within the remainder of the calendar year. Due to the fact that an employee cannot maintain negative leave balances in
BEACON, a Time Administrator will create a separate Absence Quota equal to the approved amount of Advanced Leave. When the
Advanced Leave quota is reduced, the system will create and manage a separate Attendance Quota to represent the liability that the
employee owes the State by using leave in advance of accruing it. As leave is accrued, the liability is then reduced accordingly. Policy
also allows for recovery from Overtime, GAP, Callback to satisfy the liability.

Advanced Leave quotas are created using the Quota Corrections Infotype (Infotype 2013).

There are two subtypes of Infotype 2013 that are relevant to the State's Advanced Leave policy:

Advanced Vacation (Subtype 31)

Advanced Sick (Subtype 32)

This BPP will detail:
1) Manually creating an Advanced Leave quota

Access Transaction:

Via Menu Path SAP menu >> Human Resources >> Time Management >>
Administration >> Time Data >> PA61 - Maintain
Via Transaction Code PAG1
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Title: Advanced Leave
Functional Area: Human Resources
Sub Area: Time Management

Procedure:

SAP Easy Access
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1. Update the following required and optional fields:

Field Name Description R/O/C Values

Command White alphanumeric box in R Enter value in Command.
upper left corner used to input )
transaction codes Example: PAG1

2. Click Enter button.
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Title:
Functional Area:
Sub Area:

Advanced Leave
Human Resources
Time Management

3.

Maintain Time Data
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Maintain Time Data
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Direct selection
Infotype

Update the following required and optional fields:

. D|EID)z00kd herddotz NS | 5

Field Name

Description

R/O/C Values

Personnel no.

Unique employee identifier

Example: 1823330

R Enter value in Personnel no..
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Title: Advanced Leave
Functional Area: Human Resources
Sub Area: Time Management

4,

Click Enter button.

@ Information: Ensure the correct personnel number was entered after clicking Enter.

Maintain Time Data

5.

TH @@ CHE DL BE @
Maintain Time Data

@l‘i Listentr\yHWeek | Month | Year|

-1 201
1288999599

. Additional account assignments

Warking times . Time quotas Time mana

Infatype text |s | ||| Feriod
Absences @ Period
:Attendances From To
_Time Events ) Today O Currweek
| |Cwertime Al ) Current month
|_|Substitutions ) From curr.date ) Lastwesek
|__|Gn-Call ) Ta Current Date ) Last month
|_[Time Transfer Specifications ) Current Period ) Current Year
__|Emnloyee Remuneration Info % |E Chonse |
Direct selection
Infotype

Update the following required and optional fields:

Field Name Description R/O/C Values
From Effgctive date of the personnel R Enter value in From.
action Example: 1/6/2014
Infotype Unigue number identifying the R Enter value in Infotype.
type of data to be displayed. Example: 2013
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7.

L1
\r‘] Information: The From date represents the current date or the date that the employee's
Advanced Leave quota should be available for deduction. System will automatically set the

To date to the end of the calendar year.

Update the following required and optional fields:

Field Name

Description

R/O/C

Values

STy

Infotype subtype.

Enter value in STy.

Example: 32

|

\r) Information: If the employee has been approved for Advanced Vacation Leave, enter
subtype value [31]. If the employee has been approved for Advanced Sick Leave, enter
subtype value [32].

Click Create (F5)

O

button.
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Title: Advanced Leave
Functional Area: Human Resources
Sub Area: Time Management

Create Quota Corrections
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Create Quota Corrections (2013)

| ﬁ Fersonal wark schedule | | | Activity allocation || Costassignment || External semvices | |

n -1 261
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B

Change accrual entittement

Quota number

@ Increase generated entitternent
' Reduce generated entitlerment
' Replace generated entitlement

Change transfer time
Transfer Da hot change transfer time
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8. Update the following required and optional fields:
Field Name Description R/O/C Values
Quota number The number of hours to be R Enter value in Quota number.
added or removed.
Example: 32

& Caution: BEACON will not validate the number of hours entered against the estimated
leave hours the employee should accrue during the remainder of the year. The Time
Administrator should validate that the approved hours comply with OSHR policy.
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Title: Advanced Leave
Functional Area: Human Resources
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9. Click the Transfer dropdown.

Create Quota Corrections

gl 000 2laBIeee CHE fnan AR @
Create Quota Corrections (2013)

| ﬂ Persanal work schedule | | | Activity allocation || Cost assignment || External serices | |

H -1201
-Dl31 NAEGN
_D‘l f06/2014

Apsence quotatype 32

Change accrual entitlernent

Quota numhber 32 Hours

@ |ncrease generated entitlernent
() Reduce generated entitlement
) Replace generated entitlement

Change transfer time
Transfer Do not change transfer time

# Transfer collected entitlerment immediately
Y Only transfer quaota correction immediately

E1D (1) 200 b2 betadniz| NS o

10. Select Do not change transfer time in the list box.

@ Information: The Do not change transfer time option allows the Advanced Leave quota to
be generated during the next Time Evaluation process and will be available to the
employee the following day. Selecting this option also generates the correct ‘deduction
from’ and ‘deduction to dates’.
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Title: Advanced Leave
Functional Area: Human Resources
Sub Area: Time Management

Create Quota Corrections

| 00 2]dB @ 0HE Dnoan AR @
Change Quota Corrections (2013)
| ||| Personal work schedule | | | Activity allocation || Costassignment || External senices | |

01/06/2014)
2@

@uota numhber 32.00008  Hours

@ Increase generated entitiement
) Reduce generated entitlement
() Replace generated entitiement

Transfer Do not change transfer time

11. Click Save (CtrI+S)E button.

12. Click Edit > Maintain text and enter notes

Text

EEER R EREE

H Enter notes here.
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Title: Advanced Leave
Functional Area: Human Resources
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13. Click the Save button - to save your notes. The Detail record screen will display
again on your screen.
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Change Quota Corrections (2013)
‘ IE FPersonal wark schedule | | | Activity allocation || Costassighment || External services | |

81/66/2014
(=

Quota nurmber 32.00008  Hours

@ Increase generated entitlement

('Reduca generated entitlement
() Replace generated entitiernent

Transfer Do not chanae transfer time

14. Click the Save button - to save the record.

15. The system task is complete.
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